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- FOREWORD

These pages list the official disposal and retention time periods
scheduled for hundreds of types of common records that are generally
maintained in files of Federal agencies. The National Archives and
Records Service, GSA, has obtained Congressional approval for the dis-
position (i.e. retention or destruction) of the file series listed in
this booklet of General Records Schedules. Agencies with special files
not indicated in these General Schedules may obtain a special disposi-
tion authorization by having the Agency Records Officer submit a
DispoSition Request (Standard Form 115) to the Congress through the
Archivist of the United States. The official record copies in Govern-
ment files may not be destroyed except as indicated in these General
Schedules or in such special authorizations. The work papers, infor-
mation extra. copies, and other non-record materials, as defined by
Federal Statute or GSA Regulations, may be scheduled by the Agencies
for disposition as meets the Agency needs.

Every disposition instruction in all of the Records Control
Schedules . of our Agency is based on these Congressional authorizations.
In our Agency each new or amended disposition instruction in our Records
Control Schedules will indicate the authorization upon which it is based.

On the next page are "Instructions" for the use of these General
Schedules. On the following page is the "Table of Contents" listing |
the nineteen General Schedules authorized to date. Each Schedule in-
cludes dozens of items covering various types of files or records series.
In the back of this booklet we added a "Cross Reference Index" to assist
in locating various types of files in these Schedules.

These disposition instructions are "permissive" in that the records
need not be destroyed at the end of the period indicated. But, they do
not permit records to be destroyed prior to the end of the period sched-
uled unless a special authorization is obtained. The record descriptions
are intentionally general to enable agencies to adapt them to local
situations. In addition our Agency has obtained more than one hundred
special authorizations covering many of our unique files. These and the
experience of the Central Staff are available to each Records Officer
drafting a Records Control Schedule for his component. The Agency
Records Administration Officer is responsible for the final review and
approval of Records Control Schedules in the Agency and to ensure com-
pliance with Congressional authorizations.

Agency Records Administration Officer
November 1969
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

TABLE OF CONTENTS

TYPE OF RECORDS

Civilian Personnel Records
Payrolling and Pay Administration Records

Procurement and Supply Records

- Property Disposal Records

Budget Preparation, Preséntation, and Apportionment Records .
Accountable O:ficers' Accounts

Expenditure Accounting Records

Stores, Plant and Cost Accéunting Records
" Travel and Transportation Records

Motor Vehicle Maintenance and Operation Records

Space and Maintenanée Records

Communications Records

Printing, Binding, Duplication and Distribution Records
Informational Services Records

Housing Records

Administrative Management Records

Cartographic, Photogrammetric, and Related Records
Security and Protective Services Records

Research and Development Records
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GENERAL RECORDS SCHEDULES

INDEX

Accident reports, motor vehicle
Accounting correspondence

Accounts current

"Accounts ledgers general

Acknowledgement of inquiries and requests
Acquisition of real property
Administration of contracts

- Administrative audit correspondence

Aerial photographs
Allocation of space
Allotment records
Annual budget estimates
Anonymous letters
Application

for appointment

housing units

for leave
Appointment offers "
Apportionment and reapportionment schedules
Apportionment records
Appropriation language sheets
Appropriation warrants
Awards of contracts

Badges

Bidders list of
Bids

Bills of lading
Binding jobs

Bond
authorization card
payroll allotment records . .
purchase reports
registration stubs
report of deposit
surety records
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! SCHEDULE ITEM S
'_Budget :

" authorization controlllng personnel B
ceilings and actions 2 12
estimates 5 2,L

office correspondence : 5 1&3
Bulldlgg maintenance service requests. 11 5
Cartographic records 17 1 to 18
Certificates of o

_eligibles 1 6
- performance ratings 1. 25

settlement of accounts 6 3

settlement of claims 6 i
Certification sheets (payroll) 2 13
Change slips (payroll) 2 15

Civilian personnel folders 1 1
Claims settlement certificates 6 ok
Commendation, complaint, criticism, and '
suggestion letters 1L T
Commercial bills of lading 9 3
Communication Office- correspondence 12 2
Contracts o 3 4
Contracts, R'& D 19 .3
Contractors' payrolls (construction contracts) 3 .13
Control of classified Material 18 5,6
Control of registers (payroll). 2 14
Control reglsters (printing and blndlng) 13 L
Cost ' '

accounting correspondence 8 2

accounting reports 8 7

expense data, motor vehicle 10 3

‘report data 8 8

report ledgers 8 8

statements (budget estimates). 5 2,4
Daily load reports, wireless service 12 3
Daily logs, messenger service 12 1
Deferment, Military, of Federal employees' 1 20
Delivery recelpts messenger serv1ce : 12 1
Demurrage reports A ' 9 1&3
Deposit reports, bonds 2. 7
Destruction Certificates , 18 4,6
Difference statements ' ' 6 3
Directives , 13 1

‘ 16 1
Directory service listings 1l 3

00106989 1 - POGOSES
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SCHEDULE ITEM
Disbursing correspondence - 6 6
Disbursing returns : 6 1
Dispatch records, messenger service 12 1
Dispensary logs or registers : 1 22
Dispensary treatment records ' 1 21 & 23
Disposal authorizations, records 16 3
Disposal of surplus real property L 2
Distribution Office correspondence ~ ' ' 13 2
Distribution job or project records 13 3
Document Receipts ‘ ' 18 2
Duplicate papers, offical personnel folder : 1 19
Duplication Office correspondence 13 2
_Duplication job or project records 13 3
‘Earning record cards, individual ~ 2 1
Efficiency rating Board of Review case flles 1 10
Emergency Planning 18 28 to 31
Employee _
health statistical summaries and reports 1 24
interview records 1 9
medical history 1 23
records cards, OF-k 1 7
security 18 22
suggestions 1 13
Equipment maintenance services requests 11 5
Equipment service logs, wireless serv1ce 12 3
Exception notices, G.A,O. 6 2
Excess personal property reports Lo 5
Excess real property reports L 3
Expenditure accounting correspondence T 1
Expenditure summaries 7 2
Field survey notes, mapping 17 30
Finding aids, mapping records 17 18,20,31
Fiscal schedules payroll 2 - ‘ 16
Forms ' : 13 1
= 16 b
- 16 9
Freight transportation payment records 9 1
Funds, availability, collection, custody and
deposit of _ _ 6 L5
General account ledgers : : 7 2
General and allotment ledgers posting media T 4
3
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SCHEDULE ITEM
Government bills of 1ading 9 1&3
Guard Service 18 - 19,20,21
Health: record case flles o B 1 23
Household effeécts shipmént files R -9 3
Hou51ng correspondence ‘ a 15 3
Housing managenient reports 15 3
Identlflcatlon credentisls 11 L
Identlflcatlon strlps, p031t10“‘ 1 : : 1 12 -
Incoming messages Teletype Office 12 3
Incoming reglstered and 1nsured mall ' 12 5
Individual ' : ,
authorization card, bond : 4 2 n
earning records cards ‘ 2 1
employee record; OF=L 1 7
housing unlt cards : . 15 5
tenant cards 15 5
Information requests 1k 3
Inquiries and requests, acknowledgment of -1k 3& 4
Inspection of matérial 3 L
Inspections of fire accidents 18 10,11
Interview of employees ' 1 9
Inventorles ‘ :
house firnishirgs _ _ 15 6
records , ' 16 3
supplies and equlpment ‘ - 3 10
Investigations o ‘
employees ' _ 18 23
facilities 18 12
Invoices for storés aceountihg . ‘ 8 3
Issuances _ o 16 1
o | I3 1
Issuing Agent bond ‘Stubs 2 5 -
Joint Committée on Printing, reports to 13 6
Key Accountibility h o 18 17
Leases ' ‘ 3 L
' : 15 L
00 8-
) 001069891 RUHOC55E
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SCHEDULE ~  LTEM

Leave.
applications 2 8
data transferred 2 10
record cards -2 9
Tedger posting and control media 7 L
"Left side" material, offical personnel folder - 1 11
TLetters of authorlzatlon : 9 5
Logs . ‘ : ' o
document control SR o 18 5,6
visitors B } 18 18
Long distances telephone reports - o 12 4
Loss, rifling, delay, wrong delivery, or 1mproper '
handling of mail, report of 3 o 12 5
Mail o : : c .
~ control of classified documents R ‘ ' 18 5,6
~ control records ' S - 12 6
handled, production reports of o _ - 12 6
receipt and routing records - o ' I 12 5,6
reports of improper handling - L R 12 5
Mailing lists . ‘ : I 13 .5
© Maintenance - S - v ' SN
and repair, housing units P - .15 . 2
“of building correspondence o o , 11 1
records, motor vehicle L e e 10 2
© Management ' ' o
improvement records v 16 5
improvement suggestions o . 1 13
project reports S 7 ‘ 16 2
Map research and reference files . , AT 27
Mapping controls and computations ' 17 28 &
|  Mapping project files , AT 26
Meetings, R & D ' : 19 2
‘ - Message registers : B 12 3
Messages, incoming ‘and outg01ng, Teletype Offlce C 12 3
Messenger service records : _ . 12 1
' Metered registers, postage, statement of 12 5
‘ Motor Vehicle o C
B . .accident reports o : : 10 5
- cost and expense data - ' o ; 10 3
" o : maintenance and operations correspondence - 10 1
| : ' maintenance records S : - 10 2
| o operating records ' o - 10 2
permits, agency _ ' , _ -1 L
L

reports _ - ’. : 10

T T o W
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w L ' SCHEDULE ITEM
Narratlve statement (budget estimates’) : 5 2
Negatives, aerial photographs 17 19 to 25
Non-personnel service, requisitions for 30 8
Notices of exception, GAO 6 -3
Notification of . -personnel action 1 1 15
Obllgatlon and allotment status records L A 3
Offical . - "
Mail and Messanger Service receipts 12 6
personnel folders - ' 1 L
personnel. fedders (daplicate material) S | Sl
personnel folders temporary material U L g 11
Operating records, motor vehicle Y o o2
Operator's log, wlreless service : 12 3
Outgoing messages, Teletype Office 12 3.
Outgoing_registered and insured mail ‘ 12 5
Passenger ‘transportation vouchers - L R
Freses, property-and visitors i SR T
Payment of contracts, ete. 3 1,4
Tayroll : Sl
allotment rec rd 2 L
certification sheets Ry S 13
change slips 2 15 -~
contractors' (construction contracts) -3 13
control registers 2 1k
fiscal .Schedules 2. 16
memorandum - 13
operations and admlnlstratlon reports and data 2 17 -
preparatlon and processing correspondence . : ' o2 T2
Penalty mail reports ' 12 ST
Pending personnel action (correspondence) S -
and forms) 1 18
Performance ratlngs, certlflcates of 1 25
Personnel : N o
action authorlzatlons (budget) 2. 12 -
action, notification of -1l l sL5
2 11
,actlon, ‘pending (correspondence and forms’): -1 18
celling authorizations (budget) 2 12 -
folders,..official 1 1
1 RN

management reports and datas

001069891
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SCHEDULE - ITEM
Personnel (continued) , |
Office correspondence . : o _ 1 L
statistical reports : 1 17
Photogrammetric records - ' 17 19 to 25
' Plant account cards and ledgers , ' : 8 1&6
Plant accounting correspondence U , 8 2.
Police functions o ' ‘ 18 15
Position identification slips _ _ 1 12
Position description _ . 1 3& 8
Postage Metered Registers, Statement of . ' 12 5
Postage used reports v S = 6
Postal records : S - 12 5.
Postal registration appllcatlon : - 12 5
Posters, Duplicating Plant copy : - 13 1
Posting and control media, ledger ' ST L
Potential employees, offers of appocintment to 1 5
Press releases : o 13 1
' 1h 1
Printing and binding o ’ ,
control registers : : ‘ -13 I
correspondence L o I - 13 2
inventories, reports of - - S : 13 6
Printing job or project records - o 13 3
‘ Procurement , R ' '
| case files . : , 3 1,4
‘ Office correspondence ' : : v -3 3
‘ volume and workload reports 3 5
Program, R & D : 19 1
Project control files ‘ , 16 7
' Projects, R& D : ' 19 3
Property disposal correSpOndence o ' L L
Property passes o - ‘ 11 L
(see also) _ 18 13
Public Printer, requisitions on . 3 -7
Publications ' ' ' _ 13 1
’ ' 1k 1
, o 16 2
Publications and photographs, requests.for _ : 14 '3
Purchase orders ‘ o . 3 1,k
Readlng of metered reglsters statement of g 12 5
Receipts , .
for incoming reglstered and insured mall 12 - 5
7 .

- ".,\i T
A
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Receipts . (continued)

- for !cl&ssified documents

for isaving bonds

of material under contract
Record: of leave data transferred
Records of disposition correspondence
Reglstered and insured mail, record of
Registered mail pouches
Registers, messages, Teletype Office
Regulgtions '

Release of space
Remlttance and other wvaluables recelved
report of =
Reports
control file
of bond purchased
of withheld Federal taxes
Request for access to files
Requests for information

Requests for publications and photographs

Requisitions

non-personnel services

stamps :

supplies and equipment

on Public Printer
Research and Development

Committees, R & D

Contracts, R & D

(see also)

Corres, R & D

Meetings, R & D

Program files, R & D

Progects R&D

Resedrch and Development Piles
Retirement reports and registers
Returngreceipts,-mail
Returns

and reports, store accounting

disbursing '

on income taxes withheld (W-2)
Routes "schedules’, messenger service.

Savingé bond receipts

001069891
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SCHEDULES ITEM -
Schedules .
accounting 6 1
of apportionment and reapportlonment 5 6
of valuable shipped 9 6
Security )
arrests, reports of 18 15
authorizations, for access 18. 7
control of classified material 18 5;6
correspondence (security) 18 2,9
destruction certificates 18 L,6
document receipts ' 18 2
emergency planning 18 28,29
30,31
guard assignments 18 1L
guard. service 18 19,20,21
inspections of fire, accidents 18 10,11
key accountability 18 17
logs (for control of classied documents), 18 5,6
logs, visitors 18 18
police functions 18 15
programs (security) 18 1
property passes 18 13
receipts for classified documents 18 3,6
reports lost and found v 18 16
reports of investigation (facilities) 18 12
requests, for access to files 18 7
security clearance files 18 23,24
surveys, security facilities 19 9,11
violations, 18 25
traffic 18 15
security 18 25,26
Service record card 1 2 & 7
Settlement certificates, accounts 6 -3
Settlement of claims certificates 6 L
Shortage reports 9 3
Space » ,
allocation, utilization, and release 11 2
Office correspondence. 11 1
reports 11 i 2
Speeches 13 1
_ 1h 1
Stamp requisitions 12 6
Statements of difference 6 3
Statistical
reports of postage used 12 6
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Statistical (continued)

reports, .records holdings

reports, personnel :

Summaries and reports, efiployee health
Status of appropriation account, reports-of
Stores _

accounting correspondence

-accounting data, work ‘papers

‘accounting invoices

accounting returns and reports.

. Structures, plant account cards and ledgérs.
Successful bids

Superior;acconplishment awards

Supplies.and equipment, invertories

Supplies and equipment, requisitions ‘Fram
- current inventory

Supply -

management reports

operations volume and workload reports.

requirement reports »
Surplus personal property sales case files

Tapes, teleautograph and telescriber
‘Tax exemption certificates
Telephone reports, long distance
Telephone statements and toll s¥ips
Temporary material, offical personnel .Folder
Time and attendance reports
Title papers, real property
Toll slips, telephone
Trapsportation Office correspondence
Travel ..

Office;&orre5pondence

réquests

vouchers 4
Tredtment. records, dispensary

Unsuccessful applications for appointrient
Unsuccessful bids
Utilization of space

.

K
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SCHEDULE ITEM

Violations '

traffic . 18 15

security : © 18 25
Voucher preparation correspondence . 6 6
Vouchers _

General , _ 6 1

passenger transportation 9 L

payroll 2 13

Travel 9 5
Withheld Federal taxes, reports of 2 20
Withholding tax exemption certificates (W-U) 2 18
Work papers _ . _ :

budget estimates o 5 L

management projects .16 L 2,10

store accounting , ’ ) 8 5
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